Reviewing and Routing a Requisition
(9/2003)

When a Requisition is sent to you in PRISM for your Review, you will get an e-mail
notifying you. To review the Requisition, follow these steps:

1. Log On

User|D: |biwoodya 4

1. Enter your “USER ID”

Password: I----------- <4—

2. Enter your “password.”

2. Welcome Page

3. Click the “Logon” button.

\4:@ @

Inbox
APP
Requisitions

Solicitations
Purchase Orders
Contracts
Catalog Orders
Delivery / Task Orders
BPA Setups

BPA Calls

1AA

Documents

Receiving

Inveice

Milestones
Preferences

System Setup

System Utilities

FPDS

Tools

Log Off

‘You have 1 Untead messages in your Inkox

Last Documents Accessed:

DeliveryTask Order: 55-35F-5355H/C5B-02-0002
Contract TPD-PD-02-7-00033

DliyeryTask Order: TPD-01-C-0030/0034

Deliveryask Order: TPD-01-C-0030/0036

About PRISM
Product information.

CO]H[JI!SO{?!’C h

Online FAR, technical support, fretsently asked guestions, and more.

NOTE:

You will have a
note under your
name that you
have at least one
unread message
in your Inbox.

BRIAN WOODYARD

Webh Favorites:
Commerce Business Daily
Federal Business Opparunities
GEA Advantage!
GSA Debarment
Maintenance Schedule and Outage Status
F Y Get Acrabat’
Aidnbi Re

download.

2002 Compusearch Software Systems, Inc. Al tights resenved.

Click on Inbox
in either location
to access your
document(s).

ader Taview or print forms fraom PRISM, you will need the Adobe Acrobat Reader. fyou ne



3. Inbox

b=

I For Approval I

Far Review
Approved
Disapproved
Reviewed
Froxied
Completed
Motifications

Feturn To Hame

i1

Diocurments for Approval

Select From  Document Nurmber

Document Type

Receiwed

4. Inbox — For Review

The Inbox defaults to
the “For Approval”
section, so you need to
click on “For Review”
to access any
documents awaiting
your review.

To review the

Inbox

For Approval

Approved
Dizapproved
Reviewed
Proxied
Cormpleted
Matifications

Return To Home

Fram Docurment

B SHERRYEFOWLER 0923FR

piber

Docurment Type
REQ

Received

09/23003 11:27 AM

Requisition, click
the document
number link.




5. Viewing the Document
You are now able to view the document. If the user who created the document has

ranted Document Sharing or Ownership rights to you,

spend Line ltems arm | Dele E vert To Full | Renumber

EZ REQ Infarmation
Requisition Mumber: 0923FPR1
Yersion: BASE

Status: In Progress
Stage: Requisition

Murmber of tems: 1
Total Amount. §5,000.00
Commitment. §$5,000.00 k

then you can edit the document as well.

“endors
Supporting Docs
Farm Info
‘Walidations
Route Histary
Status Histary
Motifications
Crwenership
Mavigatar

Return to Home

al Information

Requisition Date: |08/23/2003 G

Reguisitionar: |SFOWLER

B
Buyer: |

[
E—
|

Primary Productf Senice Code:

Criginating Office:

When the
document
is opened
for
viewing, it
defaults to

Payment Office: [ARCIASDIFME Ede] | the “Main”
Site: [BPD FROCUREMENT J section
Celivery Date I (’) OR
Days After Award: |3U OR
Feriod of Perfarmance: | & To | & NOTE
Ship To: [PUBLIC DEBT - PKB = The total
Mark For optional): ﬂIJ amount of
- _ the
Qrganization |BF'D J Bureau of the Public Debt L.
Invoice ApproverCOR |Elruce Feirtag RCqulSlthn
PerformanceSiartDite | can be seen
here.

6. Viewing the Line Items

Yo

YWendors
Supporting Docs
Farm Info
Walidations
Route History
Status History
Motifications
Ownership
MHavigatar

Return ta Inhox

~enumber

) Information

Reguisition Mumber: 0923FR1
Version: BASE

Status: In Progress
Stage: Requisition

Mumber of lterns: 1
Total Amount: §5,000.00
Commitrment: §5,000.00

Select  Hem Humber  Description Option Rem  Stztus Cluzrtity  Amourt “ersion
3 0001 COMPUTERS Tterm Lctive 5 $5,000,00 BASE

Click on
“Items” to
view the
Requisition’s
line item(s).




7. Viewing the Suggested Vendors

Add ¢ | Edit Temporary H
EZ REQ Infarmation

EZ RE Requisition Mumber, 0923FR1  Status: InProgress  Mumber of ltems: 1
— . Warsion: BASE Stage: Requisition Total Amount: §5,000.00
Wai Commitrment: §5,000.00
ltems
Select Code Name Fhione
Suppotting Docs I] 877936518 DELL MARKETING LP
Form Info Q00002527 GATEWWAY
Yalidations
Raoute History Click on “Vendors”
Status History to view the
Natifications Requisition’s
Ownership suggested vendor(s).
Mavigator

Return to Inbox

8. Viewing the Supporting Documents

Click on “Supporting
E7 REQ Status: In Progress  Mumber of tems: 1 Documents” to view
""""""""""""""""""" £ Stage: Reguisition TotalAmount: $5,000.00 the Requisition’s
WMain Commitment. $5,000.00
attachment(s).
lterns
Wendors Attachments
Select  Subject Required Approwed  Attmachment Mumber  Locked  File Name ! Exception “arsion
Form Info [ )| SO N M Statement ofYorkdoc BASE
Validations
Route History .
Status History TO view the
Natifications attachment click the
wnership file name link.
Mavigator

Return to [nbox



Yo

EZREQ

Main

Iterns

vendors
Supporting Docs
Form Infa
Walidations
Status Histary
Motifications
Ownetship
Mavigator

Return to Inbox

tFarm |7

Reguisition Mumber. 0923PR1
Wersion: BASE

StatugeTh Progress  Mumber of ltiems: 1
Aage: Requisition Total Amount: §5,000.00
Commitment: $5,000.00

Ot Date ments  Status Wersion  Phorme  Site

0923031113 AM 0923/0311:27 AM
HERR'Y E FOWLER 09/23/0311:13 AM

== =

Flease review.

10. Routing the Requisition

Yo

EZREQ

hlain

Iterns

vendors
Supporting Docs
Form Infa
Walidations
Status History
Motifications
Cwynership
Blavigatar

Return to Inbox

Raute

EZ REQ Informez .an
Requisition Numbex 0923PR1
Version: B

Status: In Progress  Mumber of ltems: 1
Stage: Requisition Total Amount: $5,000.00
Commitrment: $5000.00

Route History

1. Click on
“Route
History” to
see where the
Requisition
has

Rauting Symbal

Senl BASE BPD PROCUREMENT previously
Reviewed BASE BPD PROCUREMENT

Originator BASE BFD PROCUREMENT been routed.

2. By clicking on the “Y”
under the “Comments”
column, you can see the
corresponding
creator’s/reviewer’s
comments.

To In D=te Out Oste Comments  Status Wersion  Phone  Site Routing Symbal
BRIAN JWOODYARD 08123003 11:27 Al M Sent BASE BPD PROCUREMENT
PAMELA ROET 0923031113 AM ORQ303 1127 AM Y Reviewed BASE BPD PROCUREMENT
SHERRY E FOMWLER 092X 1113 AM Y Originator BASE BPD PROCUREMENT

Please review. —

When you are finished
viewing the various sections
and ready to route the
document, click the “Change
Route” button. (This button
can be accessed from the
“Main” or “Route History”
sections.)




11. Routing to a REVIEWER (If you are routing the document to an Approver, skip to
Step 15 on Page 9.)

EZ REQ Infarmation
Requisition Mumber. 0923PR1
Wersion: BASE

Status: In Progress wber of lterms: 1

Stage: Requisition Total ArmoUrt—§a oottt

Commitment: $5,000.00

Sequence Select To Site Action Type In Date Out Date
1 u BRIAN JWOODYARD BFD PROCUREMENT Sent Review 09723703 11:27 AW
PAMELA ROST BPD PROCUREMENT Reviewed Review 09723003 1113 AM 09/23/03 11:27 AM
Mote fror SHERRY E FOWLER.:

TEST FR.FOR. YOUR BEEVIEW

1. Click the
“Add
Reviewer”
Button.

—

Routing List Comrments:

NOTE:

By PAMELA ROST on 02723103 11:27 A
Please review

Save | Cancel

In addition to the Route
History” section of the
Requisition, you can also view
the Route History and any
comments in this screen.

Add User to Route

Search: | UserlD

j Fc:r:l
Options:lCUfrEmSiTE ‘I [EN Results:|1UU 'l Results perPage:I'lU 'l

Display I Cancel |

2. Search for the
User as necessary.

User ID
AAMWHITE
ARMCCARTHY ALISA

First Name
AAROM il

Middle Initial  Last Na

ITE

Site
BPD PROCUREMENT

ID link.

3. Click on the User

R MCCARTHY

BFD PROCLIREMENT

AMWESSON AMNM WESSOM BFD PROCUREMEMNT
BALLEM ALLEM BFC PROCUREMEMNT
BFEIRTAG BRUCE FEIRTAG BFD PROCUREMENT
BIWOODYA BRIAN J WOODYARD BPD PROCUREMENT
BLTHOMPS REBECCA THOMPSOMN BPD PROCUREMENT
CCOMER CHRISTA & COMER BFD PROCUREMENT
CSCOMER CHRISTA & COMER BFD PROCUREMEMNT
DDAYTOMN DAvID A DAYTOM BFD PROCUREMEMT
Mext

FPage 1 of 4




12. Sending the Requisition

2| Route

EZ REQ Infarmation

Reguisition Mumber: 0923PR1 Status: In Progress  Mumber of ltems: 1
Warsion: BASE Stage: Requisition Total Amount. $5,000.00

The User is now

Commitment §5,000.00 added to the
- Route List as a
Route .
Sequence  Select To Site Action Type ReVIewer'
1 PAMELAROST BPD PROCUREMENT Reviewsd Reyifw 0922003 1113 AM 0923003 11:27 AM
BRIAN J WOODYARD BPD PROCUREMENT Sent Aeview 09723003 11:27 AM
I@ GRUCEFEIRTAG  BPD PROCUREMENT Readytosend Review Click the
(13 2

Note from SHERRY E FOWLER: Send” button
TEST FR.FOR YOUR REVIEW

to actually send
the Requisition
to the User.

Routing List Corrents:

By PAMELA BOST on 09723703 11:27 AW
Flease review.

Savel Cancel |

% EZ REQ Information

EZ REQ Requisition Mumber: 0923FPR1 Status: InFProgress  ROTToesailiems: 1
S “ersion: BASE Stage: Reguisition Total Amount. §5,005-848

Main Cormmitrment. $5,000.00 1' NOW that the

tems Requisition has

Vendors Ts In Dat= Out Date Commerts | Status Version Phone  Site Routing Symbol been Sent’ you

Supporting Docs BRIAN VWOODYARD 09723703 11:27 A 3] Sent BASE BPD PROCUREMENT

Fatm Infa BRUCE FEIRTAG 0972303 01:37 PM M Sent BASE BPD PROCUREMEMT must mark the

Validations PAMELAROST 0923031113 AM 0X2303 1127 A Y Reviewed BASE BPD PROCUREMEMT d

SHERRYE FOWLER 09723103 1113 AM Y Originator BASE BFD PROCUREMENT Ocument

Route History .

Status History ReVleWed by

Notifications CliCklng the

Cnnership "

Mavigator Mark

Return o Inbox Reviewed”
button.

2. Add

0923PR1  Status: InProgress  Murmhber of ltems: 1 comments lf

Version: BASE Stage: Requisition Total Amount. §5,000.00 desired.
Commitrment: $5,000.00

Cornments (up to 2000 characters) |Route to Orlando Yaconis for K;l
Approval |

3. Click the
“Mark
Reviewed”
button.

Mark Reviewed cancel |




14. Viewing the U

e History and Returning to the Inbox

Yo

Change Route | Re

EZ REQ Infarmation
Requisition Mumber: D823FR1

pdated Rout

rn

Status: In Progress  Mumber of items: 1

NOTE:

EZ REQ X =

T — “Wersion: BASE Stage: Requisition Total Amount: $5,000.00
i Commitment $5,000.00
Iterns
Wendors To In Date Out Date Comme Ctus
Supporting Docs BRUCE FEIRTAG 09723702 01:37 PM ] Sent BASE
Ml BRIANJWOODYARD 08/23/03 11:27 AM 00/23/03 01:56 PM Y Reviewed BASE
At PAMELA ROST 09723702 1113 AM 09723703 11:27 AM Y Reviewed BASE

SHERRY E FOWLER 092303111340 Y Criginator BASE

Route Histary

Status Histary
Motifications
Ownership

Mavigator

Return ta Inhox ‘

Inbox.”

1. Click “Return to

“wersion  Phone  Site

BPD PROCUREMENT
BPD PROCUREMENT
BPD PROCUREMENT
BPD PROCUREMENT

Documents for Review
Select

From  Docurert Number

box

For Approval

I For Review I

Approved
Dizapproved
Reviewed

Proxied

Oocumernt Type  Received

The “Route
History” section
now reflects that
you have
reviewed the
document and
that it has been
sent.

Routing Symb

2. If you had additional
Requisitions for review,
they would be displayed
here. In this case, there
are no remaining
Requisitions awaiting
review.

Completed
Motfifications

Return To Home

3. Click “Return To
Home.”

Congratulations! You have now successfully routed and reviewed your Requisition.




15. Routing to an Approver

I pyh

Requisition Mumber, 09
Warsion: BASE

Status: InPFrogress  Mumber of fems: 1
_Requisition Tatal Arnount. $5,000.00

Commitment. §5,000.00

Route

1. Click the
Sequence  Select To Site Action Type Im Date Ot Date “Add
1 u PAMELA ROST BPD PROCUREMEMNT Reviewed Review 09023703 11:13 AWM 09/23103 11:27 AM A 9
BRUCE FEIRTAG BFD PROCUREMEMNT Sent Review 09923703 01:37 PM pprover
BRIAN IWOODYARD BPD FROCUREMEMNT Reviewed Review 09023703 171:27 AW 0923003 01:56 FM Button.
Hote from SHERRY E FOWLER.:
TEST PR.FOR YOUR REVIEW '\
Routing List Comraents: M:
By PANELS BOST on 0923103 11:27 A1 In addltlon to the Route

Flease review.

History” section of the
Requisition, you can also view
the Route History and any
save | cancel | comments in this screen.

By BRIAN ] WOODVARD on 09723103 0156 PV
Ronte to Orlando Yacords for Approval.

2. Search for the
User as necessary.

Add User to Route

Search:|UseriD | For: Joyaconis

Options:lCUffEﬁTSiTE 'IMax Results:l1DD 'lResuIts perPage:l1D 'l

i

Cancel

3. Click on the User

: —— : ID link.
User IO First Hame nitial  Last Hame  Site
OYACOMNIS NDO R YACOMIS  BPD PROCUREMENT

Page 1 of 1
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16. Sending the Requisition

Move Up | Move

EZ REQ Informatian
Requisition Mumber, 0923PR1  Status; In Progress  Mumber of tems: 1

Viersion: BASE Stage: Requisition Total Amount: $5,000.00 The User is now
Commitment: $5,000.00
added to the
Raute Route List as an
Sequence  Select  To Site Action Type In Dz#e Out Date Approver_
1 PAMELA ROST BFD PROCUREMENT Reviewed Review  pO23/0311:13 AM DH/2Z3003 11:27 AM
BRUCE FEIRTAG BPD PROCUREMENT Sent Review/ 09r23/03 01:37 PM
BRIAN JWOODYARD  BPD PROCUREMENT Reviewsd Repgfur 09523703 11:27 AM 0972303 01:56 PM
B  oRLANDORYACONIS BPD PROCUREMENT Readyto send Approval
Hate fram SHERRY E FOWLER: ; « »
TEST PR FOR YOUR REVIEW Click the “Send
button to
Routing List Coranents:
actually send the
By PAMELA ROST on 0923003 11:27 A1 s
Pinscn movp Requisition to
By BRIAN ] WOODYARD on 0072303 01:56 EM the User.

Route to Crlando Vaconis for Approval.

Sendl Savel Cancel I

formation

EZ REQ Requisition Mumhber, 0823PR1 Status. In Progress  Murmhber of tems: 1
"""""""""""""""""" Yersion: BASE Stage: Requisition Total Amount. §5,000.00

Main Commitment: §5,000.00

lterns

vendors

Suppoding Docs After clicking “Send,”

Farrn Info the Requisition 1S
Please wait..... automatically

Route History Validated for

Status History correctness and funds

Motifications availability.

Cwinership

Mavigator

Return to Inkbox
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17. Marking the Requisition Reviewed NOTE:

S After the Requisition has
% EZ REQ Infarmation Completed Vahdatlng

Requisition Mumber: 08923FR1

EZ REQ Status: Pending wurnber of tems: 1 (assumlng no errors), the
Wersion: BASE Stage: Requisition Total Amaunt: §5,000.00 R
Wain Commiment §5,000 00 Status of the Requisition
b Rous Histony B changes from “In Progress”
Vendors Ta In Date Out Date Comments  Status version Fhone  Site Routing & « . 9
Supporting Docs BRUCE FEIRTAG 09/23i03 01:37 Py N Sent BASE BFD PROCUREMENT to Pendlng, A dOCumel’lt
e ORLANDO R YACONIS D8(23/03 02:33 FM N Sent BASE BPD PROCUREMENT b dited ..
i BRIAN JWODDYARD 0823003 11:37 AM  0Q/23/03 01°56 PM ¥ Reviewsd BASE BPD PROCUREMENT cannot be edited once 1t 1S
PAMELA ROST U303 11:13AM OSRGI03 1127 AM Y Reviewsd BASE BPD PROCUREMENT in thi 1 h
i SHERRY E FOWLER 09N 1113 AW ¥ Originator BASE BPD PROCUREMENT n this status unless the
Status History .
o Route is changed and the
Oumershi Approver is removed.
Mavigatar
Retum to Inbox

1. Now that the Requisition has been sent,
you must mark the document Reviewed by
clicking the “Mark Reviewed” button.

EQ Information
Requisition Mumber: 0923PR1  Status: Pending Mumber of lterms: 1
Wersion: BASE Stage: Requisition Total Amount. $5,000.00

Commitment: $5,000.00

Comments {up to 2000 characters):

Here is a Requisition for your I 2. Add comments if desired.
Approval.

3. Click the “Mark Reviewed”
button.

ark Reviewed Cancel |




12

18. Viewing the Updated Route History and Returning to the Inbox

Yo

Requisition Mumber: D923PR1  Status: Pending Mumber of ltems: 1
EZ REQ .
e Wersion: BASE Stage: Reguisition Tatal Amount: §5,000.00 NOTE
Commitment. §5,000.00
Main ' The “Route
lterns
. 99 .
Wendors To In Date Out Date Comments ‘ersion FPhone  Site Routing Symbel HlStOI Y section
Suppaorting Docs QRLANDO R YACONIS 09/23/03 02:23 PM il BASE BPD PROCUREMENT
Form Info BRUCE FEIRTAG 09/23/03 01:37 PM 022203 02:26 PM Y Reviewed BASE BPD PROCUREMENT now reﬂe(:ts that
BRIAN JWOODYARD  09/23/03 11:27 AM  09i23/03 01:56 PM X R d BASE BPD PROCUREMENT
validations T — - i you have
PAMELA ROST 09/23/03 11:13 AM  0Qi23/03 11:27 AM Y Reviewed BASE BPD PROCUREMENT
Route Histary :
SHERRY E FOVWLER 09i23/03 1113 AM Y Originatar BASE BPD PROCUREMENT reVlewed the
Status History
Haticatons document and
Ownership .
Mavigator that lt haS been

Retum 1o Inbox \ sent.

1. You can now click

“Return to Inbox.”

2. If you had additional
Requisitions for review,
they would be displayed

Documents for Review here. In this case, there
Select From  Docurment Mumber  Document Type  feceived [
Inho__}.{_.___"_m______"_m___. are no remammg
S, Requlsltlons awaiting
: review.
I For Review I
Approved
Dl 3. Click “Return To
Reviewed Home I
Proxied
Completed

Motfifications

Return To Home

Congratulations! You have now successfully routed and reviewed your Requisition.




